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OBJECTS

Objects include the following:
*The Grant

*The Eng WO
*The Project

*The Site

*The Phase

*The Bid Package
*The Bid

*The Construction
*The Env WO
*The ERR
sAmendments
*Section 3

*The Grant may have multiple Eng WO’s and Env WO's.

*The Eng WO may have multiple Projects

*The Projects will have a default of one site but may have multiple sites.
*The Site will have a default of one Phase, but may have multiple Phases.
*You can have multiple bid packages. They are related through the phases.
*The Bid package will become a Bid once it receives the 100% approval.
*The Bid will become a construction once it is awarded.

*The Construction Object takes you through the COCC.
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MILESTONES FOR ENV DRAW REQUEST




MILESTONES FOR SECTION 3

Create Non- Create Enter Enter Contract
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GA GA GA
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Bid Package
Design Phase
GA does not have any tasks
In this WorkFlow



Start of Bid WorkFlow
Process

*This is for GA/Grantees, Env TL's and AM’s*



FROM BID PACKAGE TO BID

Once the Bid Package

Is approved, it becomes a
Bid.

The milestones in this step
Of the process include:

1. The Advertisement of Bid ——__
Bid opening
AUGF

2.
3.
4. Bid Award

However, you may notaward

Unless you’ve received the
AUGF.

Owner of task is indicated
next to the milestone
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Bid - 560171-1BID3 - Install 350 kw diesel Generator and Site Improvements - 61189

@ 9 - Tasks Bid - 60171-1_BID3 - Install 350 kw diesel Generator and Site Improvements - 61189 -
Bid Tracking (Procurement) Tasks
H ﬁ, Save and Close Copy Object o~ M Discussions & Print Hq Q 5 DE
- '
C ﬁ Save and MNew A Delete St [y Compase @, Print Preview
Save ) . Add to Refresh o First Previous Mext Last
7 Cancel and Close = Notifications™ Favarites = Upload Object  Obje Object  Object
General Print Create Navigation
BidPkg Fields Phases Environmental Workorders Constructions
EBidMainview P1* BidEdit¥igw MER ORLY* User Assignments EidPkg Fields MGR ONLY

Created By: JCAINE
9/20/2013 12:58:17 PM

Dacuments

g} H\s;o;y

-
i Bid
Bid Number * Bid Title *
E0171-1_BID3 Install 350 kw diesel Generator and Site Improvements
Bid Status * Bid Description *
AUGF Received Install 350 kw diesel Generator and Site Improvements sville Storm Water Pump
N e Due Date
11/15/2011
Milestone Tracking / \
Target Advertised Date Actual Advertised D3 }
9/11/2011 [ 9/11/2011 [7 Advertised (amM)
Target Bid Opening Date Actual Bid Opening Date . .
11/8/2011 [\ 11/8/2011 [¥ Bid Dpening (AM)
Actual AUGF Received Date
11/6/2013 [¥ AUGF 1ssued (EnvTL)
Target Award Date Actual Award Date =
[Fm  11/15/2011 rd (GA)
Related Work Order X /
Work Drder Number Viork Order Title
B60171-1 Self Performer
Eng Svc Provider Contract Engineering Service Provjd€ Name
Brownsville
Grant Number
DRSO10018
Grantee First Name Grantee Last Name
Brownsville City
Grantee Email
Grant Admin Contract Grant Administrator Name
pending Brownsville
-




Construction WorkFlow

*For GA’s, EngSP, Grantees, GMs and AM’s*



CONSTRUCTION WORKFLOW

Once the Bid is awarded, it becomes
a Construction.

The tasks in this step

of the process include:

1. Start of Construction

2. Construction 50%

3. Construction 100%

4. As Built Submitted

5. Final Wage Submitted

6. COCC Submitted

The GA is responsible only for task
5.

@ 9 - Tasks Construction - 68452 -
Construction Tracking Tasks
ﬁ ﬁ Save and Close Copy Object o~ 9 Discussions = Print HQ 4 Previous Object
'
= ﬁ Save and Mew S Delete — > Compose @, Print Preview P Mext Object
Save Addto  Refresh First
17 Cancel and Close ., Notifications™ Fayarites @ Upload Object Bl Last Object

General

Print

Create

Mavigation

ConstructiontMainyisw PL*

Construction - 69452

CaonstEditVeim MGR ORMLY* User Assignments

Created By: JCAINE
9/23/2013 T:28:46 AM

-

Construction Number *

52213041

Construction Status *
Pending

Next Milestone Due Date

Construction Title *
Clear detention pond Flood and Drainage Facilities - Construction shall take place on the Tiger

Construction Description *
Clear detention pond Flood and Drainage Facilities - Construction shall take place on the Tiger

milestone Tracking Add milestone for Final Wage Compliance Report

/ N\

Target Start Date
2/14f2014

Target 50% Date
6/15/2014

2 Date

3
10/14/2014

Target AsBuilt Date

Target COCC Date
12/12/2014

Target Final Wage Compliance Date

Actual Start Date

Start of Construction (AM)

Actual 50 Date
[” Construction at 50%% (AM)

Actual 100% Date
| Construction at 100%%

ctual AsBuilt Date
[ AsBuilt Submitted (EngSP)

Actual Final Wage Compliant
| Final Wage Submitted (GA)

Actual COCC Date
0CC Submitted (GA)

Financial Tracking

N\ 4

Total Budgeted Cost *
£0.00

Average thst

Total Budgeted Days

Originating Bid

Bid Package Number
225301-1_pID1

Bid Package Title
Clear detention pond Flood and Drainage Facilities

Bid Package Description
Clear detention pond Flood and Drainage Facilities - Construction shall take place on the Tiger

Assigned Labor Standards

Officer

Contract Number

-

Ty

History Documents

First Name Last Namea




Environmental Review
Record
GA Does not have any tasks
In this WorkFlow



Start of Change Reqguest
Process
Process Owner: GA



IMPORTANT — IMPORTANT — IMPORTANT — IMPORTANT - IMPORTANT

T-RecS will provide you with the
latest copy of the PBS
(Performance Statement, Budget,
Schedule). You will be prompted
to update these documents. DO
not use your own copies. Once
the CR Is executed, our contracts
team will update the PBS.



CHANGE REQUEST

The GA will go to the appropriate Grant to initiate a

Change Request.

1)Click on the Change Request

Tab

Go to next slide

C) @ 5 Taks

Grant Tasks

ﬁ Esave and Close
B[ save and New

Save

7~ Cancel and Close

(] copy Object

X Delete

Add to
Favorites

General

= @ Discussions & Print W iq q P DH
==k Compose [, Print: Preview L+

Faorms First  Prewious — Mext
- Ohject  Ohject  Object
Print Create Mawigation

Grant Engineering wwork Crders Ervironmental Work Crder

Grant - Hurricane Nick _

Change Requests Section 3 Quarterly Report Admin Close Date

Created By: SERGIOSUPER
6/20/2013 4:14:28 PM

Q) History |[(] Documents

Grant )

Start Date Grant Number Grant Title

6/20/2013 (B 2509 Hurricane Mick

End Date Award Amount GLO Contract Number

11/30/2013 E $2,200,000.00 GLO-DRS-XRK

Extension Date Contracted Amount to CoGs Round

(] 30.00 21

Grantee

Contract Number First Name Last Name

2909 @, Elected Official

Loginname Email Vendor Name

EOfficial rascameElCacho@simon.com Ciudad Juarez
Grant Manager

Contract Number First Name Last Name

none Cg Grant Managerl

Loginname Email Vendor Name

GM1 aml TEXAS GENERAL LAMD OFFICE
Grant Administrator

Contract Number First Name Last Name

DRS016004 @, GrantAdmin Carl R. Griffith and Associates

Loginname Email Vendor Name

GA4887 none@email.net Carl R. Griffith and Associates
PMC / Area Manager

Contract Number First Name Last Name

DRS013000 % ProjectManager HNTB Corporation

Loginname Email Vendor Name

PMHNTR nanememail net HNTR Carnaratinn hd

Owner: GA



CHANGE REQUEST TAB

After clicking the CR Tab, the GA will see a list of
previously created CRs if any.

(:) @ = Tasks

Grant Tasks
H E save and Close | Copy Object s~ ) Discussions
¥ ﬁ Save and Mew A Delete . == [y Compose
Save Add to

7 Cancel and Close Favarites
General

T I 4 4 » b
&, Print Preview +
Farms First  Prewious — Mext
- Ohject  Ohject  Object
Print Create Mawigation

Grant Engineering Wiork Crders Environmental Work Orders Change Requests

Grant - Hurricane Nick - 9793

ML e Caaiait -

Section 3 Quarterly Report Admin Close Date
Created By: SERGIOSUPER
6/20/2013 4:14:28 PM

1)Click on Create Object

Go to next slide

Change Request Number Change Request Title

134 Ammendment 3

4

1-1of1records

@ Histary Documents

— T EEP0

Change Request Type Date Submitted

Amendment 7/9/2013

Show 25 records

Owner: GA



CHANGE REQUEST OBJECT

A new CR object will appear. The system

automatically rel i O =

y relates the CR to the appropriate O el

Grant. Scroll down to see relationship. o e o @ Discussions ) print
UH B save and News @& Delete - ==t [k compase ), Print Previews '
ST~ Cancel and Close ot

Genera Print Create Mavigation

1) E nte r C R Titl e Change Request User Assignments Cormments

ChangeRequest - 15166

Default of Revision. Based on 7/14/2013 10:01:50 AM

Created By: MANAGER

Answers to interview, it will Change Request
Automatica”y Change to Change Request Nury Change Request Title
Amendment. [
Revision Pending
Date submitted is automatically Date Subretted Date Approved \ Date Executed
Assigned. ——
Replace this text with a ary of your request.
2)Enter description >
Approved date is done by
An actlon . I~ Engineering Fea Increase or Decraase
1a [ Engineering Fee Change > $5000
Checked = YES 2 [ Adding New Activity or Deleting Entire Activity
| Unchecked = NO 3 [ Adding or Deleting a Project
Executed date is entered SR R R ——
By contracts team when 5 T Result of a Change Order
Amendment |S executed 6 [ Extends Contract Expiration
7 [ Extends Construction End Date
8 [ Proposed Increase to GA Fee

@ Histary Documents

3)Click on Task Tab



START CR INTERVIEW

Upon clicking on the task tab, the GA will see a
Start CR Interview button.

1)Click on Start CR Interview

C). 9 - Tasks

Change Request Tasks

W rkflow art CR
Jueles te reie
AS - Bug, end or Revise

=l

nge Request User &ssignments Comments

Created By: MANAGER
7/14/2013 10:01:50 AM

ChangeRequest - 18166

Change Request

Change Request Number

Change Request Title

137
Change Requast Type Status
Revision Pending

Date Submitted
7/14/2013

Date Approved Date Executed

Summary
Replace this text with a summary of your request.

Interview: 1 | Engineering Fee Increase or Decrease

1a | Engineering Fee Change > $5000
Checked = YES 2 [ Adding New Activity or Deleting Entire Activity
Unchecked = NO 3 [ Adding or Deleting a Project

4 [ Change In Beneficiary Information

5 | Result of a Change Order

6 | Extends Contract Expiration

7 [ Extends Construction End Date

8 | Proposed Increase to GA Fee

@ History ("] Documents

Owner:

a

GA



| LN \\\\\\
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- e T 53] (Bt v Tox] (A
f 4 4 Is there an Engineering Fee increase or decrease? 5 = Are you adding a new activity or deleting an entire activity? = Are you adding or deleting a project within an activity?
4 e EHHE HEH
/ Current Engineering Fee: [13006005
New Engineering Fee:
_sortpaste | _coce |
. | LIZI El =
B teracton A x D tworkfom) har seacton e x
Does this extend the Contract Expiration Date? Does this extend the Construction end date? = Is there a proposed increase in the GA Fee? = Is there a budget transfer between Grantee retained funds
o EIL'I EI ﬂ and a State Contracted Service Provider?
EHHE F T
:
f
' |
i /
l
- ‘ r ! B o
..... _Ex Interacton _ax Tntersction - x
Does this change the Total Grant Award Amount? = 1s this the result of a Construction Change Order? = Is there a change in the Beneficiary Information? E The Change muewmmmuﬂndw%mm
EI ﬂ v_,l H EI ﬂ gelﬂlgegﬂ:dcel; E.ll.s'lllbr:'l.hle;;re in OnBase Bgld indexed with
H
Il = P =]




CR DOC IMPORT

_j @ - Tasks
Based on the answers provided by the GA the system =/ Change Request TS
will require the GA to upload certain documents. The =l
documents are listed at the bottom of the CR object. Freicw

Interview
AS - E\tal}ﬂxd or Revise

Chang#Request User &ssignments Comments

The GA can review his/her answers by looking at the
12 item list. If it's checked off, the GA answered yes.
If the GA made a mistake, click on “Start CR

Interview” again and change your answer. You will
need to go through the entire interview again.

ChangeRequest - 18166
Unchecked = NO I- Adding or Deleting a Project

[¥ Change In Beneficiary Information

[¥ Result of a Change Order

[ Extends Construction End Date

[¥ Proposed Increase to GA Fee

3
4
5
6 | Extends Contract Expiration
7
S 8
>
9

R eview answers ¥ Budget Transfer From Grantes ta State Contracted 5P
10 [ Budget Transfer between HUD Activity Codes > 1000
11 [ Budget Transfer between HUD Activity Codes > 25%

12 [ Changes the Total Grant Award Amount

Created By: MANAGER

7/14/2013 10:01:50 AM

1.A)Change answers

Award Amount

2909 Hurricane Mick $2,200,000.00
GLO Contract Number Grantee Vendor Name
GLO-DRS-MANNHK Ciudad Juarez
LlSt Of documents needed o e S — o T —— W Change To schedule
[ Needs Engineering Review [” Needs Environmental Review
CR Bid Schedule CRBudgEt
Import Import
CRBudgEtEFnrm CRCnnstruct\nnChangaﬂrdsr
D g Import Import
1.B)Click on Import and repeat until = |scmmmmme """ cmmrns o st
==l Import Import
All Docs have been uploaded
p . Import Import |

@ Histary Documents

Owner: GA

a



CR DOCUMENT IMPORT

e
After clicking the Import button a new window © T
will open.

Brogrse  Acquire Upload  Cancel Move  Mowe Remawve Remowe Rotate  Rotate

1)Se|ect CR Documents Import Upload = — Pages = l;:nsf;‘rﬁsht

El C'Documents and Settings'SRamirez\Local SettingsTempiHyland Letter-copy.docx

Dogument Type Group N H 5

|CI‘|ange Reayest Docunents = EI Home Insert Page Layout References Mailings Review View Developer '9)
D’cument Type 98ty Jalling : I P

|tR-Eudget Eform ﬂ §| E51 4 Times New Roman v |12

iileTvpe J 1 |B I U ~ahe x, X

Quick Change | Editing
Styles = Styles - i

2)Select appropriate Doc Type —Toe |

M5 Word Bertrent B Pt 3 WA m A

Keywards > A
GLO CR. Mumber
137
Glo CR Title
[Mark Tortelli
GLORID Hvland Software
3)Enter GLO CR Number 157 - 28300 Clemens Road
GLO CR ObjectiD Westlake, OH 44145
18166 Phone 440-788-6364
GLO Grank Humber
g 2909 \ RE:Invoice # 214218 & #214219
4)Click on Browse and select
] CIUDAD JUAREZ Mark,
Appropriate doc from your
As previously communicated, both invoices mentioned above were placed on hold Marjg
CO m p u te r Options ¥ 2254 hecause the hilling milestones were not met. Once the hilling milestones were met
the Land Office made multiple requests to Hvland to resubmit the invoices with a curre;@
'l ::‘ Upload I l A cneel date. Asof June 3% 2013 the Land Office has not received updated invoices from *

=

M | 3

5)Click on upload /



SEND TO FACILITATOR

9 - Tasks

Change Request Tasks

1)Click on Send to Facilitator e | e,

AS - Review and Send to Facilitatar

€

(Change Request | User Assignments  Commenks

Created By: MANAGER
ChangeRequest - 18514
7/22/2013 9:21:07 &AM

hange Request )
This action will bring up the

Change Raguast Type Status
P B S Revision Panding
.

Date Submitted Date Approved Date Executed
7/22/2013

Summary

blah
Tnterview: 1 [V Engineering Fee Increase or Dacrease

1a [ Engineering Fee Change > $5000

Checked = YES 2 [ Adding New Activity or Deleting Entire Activity

Unchecked = NO 3 [ Adding or Deleting a Project
@ History | Documents



UPDATING P

Click on Rewew\

= Wiewer CR - Perfarmance Statement - - 9/25/2013 -oaXx
Document igwer 0
d".' @ @Re\tisions _ ﬁ @Re-lndex 4 .:? { [
L £33 History =¥ [+ < Delete - - - E E
Cross-References  Discussions . Send  Compose Starta “iews Motes Approval Note - Delete Privacy
@ Properties | To.  Document Discussion | B Check Out List Mote  Options
tion Actions Mates
CR - Performance Statement - m | 1 Page
H ) L I
Home Insert Page Layout References Mailings Review View Developer @
=1 S | (Body) Tn - lawEETE EnlE 4 Find -
B % AT == e z |AaBbCeDe | AaBbCeDe AaBbCi AaBbCc b Replace
5 - Lae
Paste = 2 -[|ab? - A - t=a - T T 0 0 _ Change
ste o |B I U ~abe X, X Aa| 2| = =||i= | THormal | 1Mo Spadi.. Headingl  Heading 2 soiees || 5 select -
Clipboard ™= Font = Paragraph F} Styles F} Editing

[This is a Test document- this is the newest document

This the new newest

W

i

@
¥




TRACK CHANGES

= Wiewer CR - Perfarmance Statement - - 9/25/2013 -oaXx
Document igwer (7]
‘/(?:':' A.‘_' @ [["] Revisions _ f ﬁ 27 Re-Index & a { li1
v L £33 History ——% [+ < Delete o - - E &
= Keywords  Cross-References  Discussions . Send  Compose Starta “iews Motes Approval Note - | Delete Privacy
‘ IICk On I rack @ Properties | To.  Document Discussion | B Check Out List Mote  Options
Infarmation Actions Mates
( :h an g es CR - Performance Statement - - 9/25,/2013 | 1 Page
H92-0 )+
Insert Page Layout References Mailings Review View Developer @
Research £ Delete '5,11 Final Showing Markup - @ }_'x}Reject' ] 1 @
3 2
RayjoUs LA |2 show Markup ~ ¥} Previous -
Spelling & Track  Balloons o Accept Compare Show Source Protect
Grammar “% Translate Changes ~ - E Reviewing Pane ~ - '?4} Next Documents Document =
Proofing Tracking Changes Compare Protect

This is a Test document- this is the new

This the new newest

ocument

|5# | Track Changes
Change Tracking Cptions...

Change User Mame...




EDIT ACCORDINGLY

-
@J = Wiewer CR.- Performance Statement - - 9/25/2013 - =
' Docurment “iewer (7]
AN Rewisions E Re-Index 4 {i
ote that any Ly (- - 4 &
L — £33 History == [+ 4 Delete —— - - L E
Kewwiords  Cross-References  Discussions o ErmEeiEs STeonf‘ [l)toogLnJEnoes:t Dif'c:la,l;tsiaon & Check Out \-"ie\ntfish'l:otes Approval Mote = [I)\Ieolige Op;;it};gcr?s

Mates

edits will be
| 1Page

CR - Performance Statement - - 9/25/2013

edlined
redlin S
Fage Layout References Mailings Review View Developer @
ﬂResearch EI' \j #d Delete \} \} + | Final Showing Markup - &Rejed:' ] 1 \:E
= . |5 Show Markup ~ ¥} Previous 2
MNew C Protect

Home Insert

5 Thesaurus & #J Previous
spelling & — Track |Balloons . Accept Compare Show 5oL
Grammar a“ﬁ Translate 2] Comment 2 Mext Changes ~ - E Reviewing Pane ~ - BiNext D Document ~
Proofing Comments Tracking Changes Compare Protect
Tt A e S S +ls e + A e +
& HHEHHTHE t e HHEHHTHE

When done, click
On the Save button This the new newest




SAVE REVISED DOCUMENT

Click on the
save button

@J = iewer CR.- Perfarmance Statement - - 9/25/2013 -oXx
Docurment “iewer 0
P # N [["] Revisions B ﬁ £ Re-Index & ( iy
‘s B @ ] 4 % E
L g £33 History == T K Delete —— - - -
Kewwiords  Cross-References  Discussions Send  Compose Starta Wiew Miotes Approval Mote 5| Delete Privacy
@ Properties | 7o,  Document  Discussion | Bl Check Out List Mote  Options
Information Adtions Mates
CR - Performance Statement - - 9/25/2013 | 1Page
T >H9-0 -
Home Insert Fage Layout References Mailings Review View Developer @
ﬁ Research %' ;\j #d Delete ? o E Q‘ Final Showing Markup - }_’3} Reject = ] 1 @
- . = 3
5 Thesaurus & #J Previous — |5 Show Markup ~ ¥} Previous
Spelling & ., i Mew Track |Balloons i Accept Compare Show Source Protect
Grammar g Translate ) Comment —d Mext Changes ~ E Reviewing Pane ~ - BiNext Documents Document ~
Proofing Comments Tracking Changes Compare Protect
Seesizotiozoenoen Eosscotoozosos

This the new newest




SAVE AS REVISION - DO NOT SAVE AS NEW

SAVE AS AREVISION> DO NOT SAVE AS NEW

|




COMMENT BOX

You will be prompted for a comment.

Enter comment
Click Okay
End of Process

Flease enter a comment For khis document,




Start of Change Reqguest
Process
Process Owner: GA



End of Change Request
Process for GA



